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SUBJECT I 



Reorientation of Records Officer Course and Keleted 
Records Training 



f»P»< the «aaA»i* giAgned discussed the orientation Qi 
Courts and related records training for 03 personnel at 

large, There was general agracaent that: (a) prospective Records 
Officers need specific orientation on their duties, (b) acme not 
f tolXiar with the Headquarters picture need additional tawwleage 
of the C8 records systm, <e) the 10 Course as it has evolved 
nmpaen fro# uifeae repeiticn, (d) the Mae Trace Course has ssany , 
hwt sat all. of fee ingredlenta seeded by desh personnel to under* 
stead the processing of operational paper, (o) a contin uing probleaa 
tu the W Coarse has been 'fee nd* of relatively experienced €8 
Off ice rs wife inexperienced newcomers to fee CS, wife resultant 
dilation of fee course. 


2. tfii « is to propose for your approval, subject to farther 
diaeuasloa if aeowsary, fee following plant 

a. fee 10 Course will be held, as needed , exclusively for SO 
acttfeeas. This will he a concentrated course feife assuaea 

a f air degree of experienced wife <5i records » desling priaerily 
wife fee how and fey of BO responsibilities . 

b. R reliainer y screening of nominees for fee R0 Course by 
C^/S*0 ahfttii a include an assesaseat of other record s. Cl , or 
operational e xper ience and other courses required before final 
fmproval as Wi in granted, Safe ease fetch requires additional 
training in the Judgement of the Cl/TSO will be c^KJrdinated 
wife fee SfH/lMO. «»A each handle Jointly in discussions, or 
in writing, wife fee CS c om p one nt concerned. 
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c. ’Sm Warn Trace Course will be reworked tc include acme 
aspects of C6 records handling which are net given new In 
the existing search - and - product-oriented curricula. 

(One of the problems In getting people for the Ifem© ‘fence 
course le the one week, full time aspect. ffe might seriously 
ooo. eider waking this & taro week, half-day cowries -• * 

d» We will jointly encourage and- pursue a review of the total 
Q$t coverage of C8 records training. 


3* The above is recoameadfid in recognition of the need for 
sharpening the BO Course as such, hut also in light of the fact 
that 06 resources in training are increasingly strained. While 
extensive training in the C6 records system efcoud, ideally, be 
given all CS anployees - clerical and professional - practical 
limi tation on CS lecturer time and student availibility make it 
essential that we devise hi$aly selective training to hit the key 
individuals. 
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